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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Gas Station Manager POSITION
NUMBER 01-0143 JOB SERIES: 1101 Summary of Duties:

Oversees the management and administration of Gas Lane operations which may include other convenience sales
such as oil, coolants, beverages, snack foods, truck (U-haul) rentals, etc. Periodically conducts pricing surveys in
area and coordinates with other service components to ensure the setting of competitive gas prices. Takes necessary
steps to ensure accurate readings of fuel levels of storage tanks and initiates replenishments of gasoline from vendor,
determining amount of purchase based on average sales of various gasoline grades. Monitors vendor charges on fuel
deliveries and handles corrective actions. Responsible for acting on patron complaints.

Plans, organizes work schedules and manages internal resources to ensure maximum productivity and economies.
Prepares financial plan, budget, inventories, cost controls, and related records and reports. Reviews financial status
of the assigned activity and recommends changes considered necessary. Trains, schedules work shifts, appraises
performance, counsels assigned personnel, and recommends personnel actions. Effectively supports the Navy's
Equal Employment Opportunity policy, and ensures compliance with fire, safety, sanitation, hazardous material
handling and other environmental issues. Manages new property resources and provides advice on renovations and
improvements. Maintains and enforces security for funds, merchandise, supplies, and equipment to preclude or
minimize the potential for fraud, waste and abuse.

Performs other related duties as assigned.

Minimum Qualifications:

Three years experience that demonstrates possession of knowledge, skills, and abilities related to effectively manage
gas station operations or a business activity. Ability to apply the

mechanics of purchasing and common business practices as they relate to pricing, discounts, delivery, etc. Ability to
communicate orally and in writing and to negotiate with various

levels of business representatives, customers, etc., in resolving issues. Must possess knowledge of proper hazardous
waste handling.



